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Introduction 
 
This guide has been developed as part of a set of paper-based training materials and is intended for the use of the online 
Graduation/Dropout Review and Comment (GAD) Application. This guide includes directions for using the GAD 
Application to generate reports, download and review data previously submitted to CEPI. 
 
The GAD Application can be located at: https://cepi.state.mi.us/GradDrop.  
 
 
Browser and System Suggestions 
 
Internet Explorer (6.0 or higher) is the preferred browser for all 
CEPI applications. While it is possible to use a Netscape/Firefox 
browser to access CEPI applications, please be advised that these 
applications do not function as well in Netscape/Firefox as they do 
in Internet Explorer. For example, many Netscape/Firefox users 
report that pages format improperly or the appearance of data is not 
preserved when using the "back" and "forward" buttons. The 
problem is not with the application, but with the functionality built 
inside the Netscape browser.  
 
For best performance, view the application with a monitor 
resolution of 800 X 600 or higher. 
 
Windows users can change the resolution of their monitors by 
going to the START button, selecting SETTINGS, then 
CONTROL PANEL, then DISPLAY, and then selecting the 
Settings tab. You may also place your mouse pointer on the 
desktop (on the background, not on an icon), click the right mouse 
button and choose PROPERTIES. 
 
Go to the Desktop Area setting, and slide the screen resolution 
over to 800 x 600. It is recommended that you do not try a higher 
desktop resolution than this until you have read your monitor 
manual to see what maximum resolution it supports. 
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Methodology 
 
The following page lists the business rules and methodology used by CEPI and the Michigan Department of Education 
(MDE) to identify students as members of a graduation cohort and for the calculation of graduation and dropout rates: 
 

• Ungraded students: 
o The ungraded alternative education code (educational setting "13") was removed from the Single Record 

Student Database (SRSD) beginning in fall 2007. Students who are beyond the computed grade of 12 
(beyond the age of 18) will be excluded from cohort calculations. Schools will not be held accountable for 
these students. 

o Students who are reported in a traditional grade, assigned to a cohort and are subsequently reported in 
adult education (educational setting "20") will be counted as "other high school completers" if they 
receive their General Educational Development (GED) certificates. If these students do not receive their 
GEDs, they will be counted as dropouts. 

 
• Student Residency Codes - SRSD Field 30: 

o The following groups of students will not be included in the graduation and dropout rates. Under Non-
resident, codes "04" (Non-public school student) and "07" (Home-schooled non-resident) will be 
excluded. Under Resident, codes "08" (Non-public school student) and "15" (Home schooled resident) 
will be excluded. 

o Students attending the Michigan School for the Deaf and Blind (code "11") will be counted in the state 
rates only. 

 
• Cohort Year: 

o Students are placed in a cohort when they are first identified as ninth-graders. 
o Students reported in educational settings "13" and "14" are assigned to a cohort using a computed grade 

(age minus 5). These students will only be placed in a cohort if they are at least 14 years old. 
o Students who transfer into the public education system after ninth grade are placed in the appropriate 

cohort based on the grade in which the initial Michigan district places them. 
o The end-of-year (EOY) SRSD collection will not be used to set the cohort year for a student unless the 

EOY collection is the only collection for the student. 
 

• Accountability: 
o A student will not be included in the building-level graduation and dropout rates until the student has 

been reported in that building for at least two count days. In the event the student has been in the building 
for less than two count days, the student will be included only in the district-level and state-level rates. 

o A student will not be included in the district-level graduation and dropout rates until the student is 
reported in that district for a least one count day, based on FTE from fall or spring counts. In the event the 
student has been in the district for less than one count day, the student will be included only in the state-
level rates. 

o For a student, when an accountable district/building cannot be determined (using the student’s last 
submitted exit status and FTE), the previously accountable district/building will be used.   

o For a new student, when an accountable district/building cannot be determined and there is no previously 
accountable district/building, this student will not be included in any graduation and dropout rates until a 
collection where accountability can be determined. 

o The EOY SRSD collection will not be used to determine the accountable building or district. 
 

• Schools/Facilities who will not receive graduation and/or dropout rates: 
o An entity identified as a ninth-grade building may have a dropout rate, but will not have a completion or 

graduation rate. 
o An entity identified as an intermediate school district (ISD) school that does not graduate students may 

have a dropout rate, but will not have a completion or graduation rate. 
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o An entity identified as an ISD district that does graduate students will have a graduation and dropout rate. 
o Career and technical education (CTE) facilities and math/science centers are not considered accountable 

entities and will not receive graduation or dropout rates.  
 
• Subgroup Determination: 

A student will be assigned to a subgroup based on the second-to-last collection in which the student was 
reported to the SRSD, unless the student was only reported in one SRSD collection. Below are the subgroup 
populations: 

• race/ethnicity 
• gender 
• supplemental nutrition eligibility 
• migrant status 
• limited English-proficiency status 
• special education status 

 
• Graduation/Dropout Review and Comment Application: 

o District authorized users will be able to request to modify certain characteristics of a student’s record. All 
requests will require approval by the ISD auditor, the Michigan Department of Education or CEPI. 
Certain modifications may require the district user to provide evidence to his/her ISD auditor as to why 
this modification needs to occur. Any modifications that have not been reviewed and approved will not be 
changed. Modifications will be limited to the following: 

 District users may request that student UICs be linked  
• CEPI will provide the review and approval for UIC linkage requests. 

 District users may request a change in student exit status 
• ISD auditors will provide the review and approval of all requests for exit status changes. 
• Appropriate verification documentation must be provided to the ISD for approval of any 

exit status changes.   
 District users will not be able to request changes to student demographics, including program 

participation. Based on feedback from a group of ISD auditors, approving these change requests 
has been deemed too onerous to the ISD auditing process. The following data fields cannot be 
changed:  

• race/ethnicity 
• gender 
• supplemental nutrition eligibility 
• migrant status 
• limited English-proficiency status 
• special education status 

 
o During the review/request for modification period in GAD, district users will not be able to see their 

graduation/dropout rates, including information about subgroups. After the review period has ended, ISD 
auditors will be allowed four weeks to approve or deny any district requests. During the ISD auditor 
review period, district users will be able to view their graduation and dropout rates, including information 
about subgroups with accepted changes. 

 
• Calculating Building/District/State Rates: 

o Buildings in which students who have been ordered by the courts to attend classes are not included in the 
district rate, only the building rate. 

o A student will not be included in the building-level graduation and dropout rates until the student has 
been reported in that building for at least two count days. In the event that the student has been in the 
building for less than two count days, the student will be included only in the district-level and state-level 
rates. 
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o A student will not be included in the district-level graduation and dropout rates until the student is 
reported in that district for a least one count day, based on FTE from fall or spring counts. In the event the 
student has been in the district for less than one count day, the student will be included only in the state-
level rates. 

 
• The following formula is utilized for calculating the four-year cohort graduation rate: 

o On-track Graduated/[On-track Graduated + Off-track (Graduated & Continuing) + Other Completers + 
Dropouts] 

 
• The following formula is utilized for calculating the four-year cohort dropout rate: 

o Dropouts/[Dropouts + On-track Graduated + Off-track (Graduated & Continuing) + Other Completers] 
 
A detailed list of cohort status categories and SRSD exit codes is available in the appendix. 
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Getting Started 
Application Start-Up and Security 
 
To become an authorized user of the GAD Application, you must first obtain a MEIS account. If you do not have a MEIS 
account, go to the MEIS home page (www.michigan.gov/meis), and click on the MEIS logo. Or, on the GAD homepage, 
click on Obtaining a MEIS Account and follow the on-screen instructions. 
 
Once you have a MEIS account, you need to download a security agreement for the application. Start at the CEPI home 
page (www.michigan.gov/cepi). On the left navigation bar, click MEIS Data Services. Again on the left, click Graduation 
Cohort, click on the Graduation/Dropout Review and Comment Application Security Agreement. Complete the form, 
listing the appropriate level of access to the application. 
 

  
 
 
For individuals who are replacing an authorized user, you will need to complete and return a MEIS Authorized User 
Removal Request Form to have that person's permissions to the GAD and any other CEPI application removed. The form 
is available on the MEIS home page. 
 
If you experience problems with your MEIS account or password while you are using the application, please contact the 
Department of Information Technology (DIT) Client Service Center at 517-335-0505 (option 1), or by e-mail at:  
cepi@michigan.gov. 
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GAD Login Screen. When you click on GAD Application from the MEIS homepage, the following screen will be 
displayed. The next step is to enter your MEIS login User Name and Password: 
 

1. Click in the User Name 
box 

2. Type your MEIS login 
user name 

3. Press the Tab key to go 
to the Password box or 
put your cursor in the 
Password box 

4. Type your Password.  
Remember:  Passwords 
are case sensitive. 

5. Click on the Log In 
button 

 
 

 
 
If you need more information regarding the log in process, please contact the DIT Client Service Center at 517-335-0505, 
or via e-mail at cepi@michigan.gov. 
          
System Logs Out User. The login is needed to establish your identity and allow access rights to the database information. 
Please remember that your session is tracked. Your login user name and password are valid as long as you have been 
active on the screen within the last 15 minutes. If your connection has been inactive for a period of 15 minutes, your 
access authorization ends, and you must log in again. You will be given a warning two minutes prior to timing out. 
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District Submitter 
 
Dashboard screen. After logging in, a screen similar to the following will appear for a district submitter. There are 
several options for users from this screen. See the instructions below for more information on these options. 
 
 

 
 
Note. The green box in the upper right corner of the screen is the UIC Quick Search. By entering a UIC here, you will be 
able to go directly to a student's record (see page 12 for that screen). This feature is at the top of all GAD screens.
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District Dashboard screen. After you have logged in and selected your district, a screen similar to the following will 
appear. There are several options for users from this screen. See the instructions below for more information on these 
options. 
 
1. District and 

Building Selection - 
To view information 
for an entity, first 
build a query of the 
data you wish to 
review. Select a 
local educational 
agency (LEA)/ 
ISD/public school 
academy (PSA) 
from the drop-down 
menu that has been 
previously 
submitted to CEPI. 
A summary of 
student data for your 
selection will 
appear.  

2. Review and 
Comment - Allows 
users to review 
previously 
submitted data. The 
chart below the 
button provides 
summary 
information. 

3. District Requests - 
Summarizes 
requests from 
previous data review 
sessions. You may 
select a particular 
request or view all. 

4. Reports - Lists of 
reports to aid you in 
the review process. 

 
 
 

1 

3 

4 

2 
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Review and Comment 
 
Student List. After you have clicked on the Review and Comment button from the dashboard page, the Student List 
page will appear. Select a building and cohort year from the drop-down menus to view student records from all status 
categories within that building and cohort. After viewing, select a student name for a detailed record and to request 
changes. The menu bar above the student names contains the following data elements: (click the column headings to sort) 
 
1. Name - Last and 

first name of the 
student 

2. UIC - Unique 
Identification Code 
provided by CEPI 

3. Local ID - 
Identification Code 
provided by the 
LEA 

4. Expected 
Graduation Year - 
Calculated using the 
cohort’s standard 
graduation year plus 
the cohort’s current 
grade minus the 
student’s last 
reported grade 

5. Exit Code - Code 
that describes the 
reason a student left 
school (see the 
Appendix for code 
list). 

6. Exit Date - Date 
student exited the 
district 

7. Enrollment Date - 
Date student entered 
the district 

8. Residency Code - 
Code that describes 
the student’s 
residency status (see 
the Appendix for 
code list) 

9. Last Cycle Reported 
- Last SRSD cycle 
that data was 
collected for the 
student 

10. Total Count Days - 
Total count days in 
district and building 
indicate the number 
of fall and spring 
collections in which 
a student was 
submitted in the 
SRSD in each entity 

 
 
Status for the students include (detailed definitions in the Appendix): 

 Dropped – Missing Expected Record (MER) 

 Dropped – Reported 

 Exempt: (formerly Transfer–Out) 

 Other High School Completer 

 Off Track – Continuing 

 On Track – Continuing 

 On Track – Graduated 

 Off Track (5 year) – Graduated 

 Off Track (> 5 year) – Graduated 

 Confirmed Transfers Out & Located Dropouts 

 Request Pending Approval  

10 9 8 7 6 5 4 
3 21 
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Student Data. After you have clicked on a student name from the Student List page, the Student Data page will appear. 
This displays a detailed summary for the student selected. The rows of data directly below the student name (A) represent 
the current data for the selected student. The historical data (B) listed further down the page is a collection of previous 
data submissions. Hover the cursor over any underlined number to see the definition of that code. Here is a breakdown on 
new data not yet mentioned: 
 
1. Student status 
2. Last Cycle - 

Last SRSD 
collection 
cycle 
submitted for 
this student 

3. Grade - 
Current grade 
for this record 

4. Age as of Dec. 
1 - Age as of 
December 1 
for the most 
recent 
collection 
cycle 

5. Program 
Participation - 
Yes/No status 
for 
participation 
in Special 
Education, 
Limited 
English 
Proficient, 
Migrant 
Education, 
Alternative 
Education, and 
Supplemental 
Nutrition 
programs 

6. FTE - full- 
time 
equivalency 

 
 

 
 
 

 
 

A 

B 6

1 

52 
 

3 4
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Requests. From the Student Data page, there are several options for working with this student record that will vary 
depending on your level of access. It should be noted that submitted requests do not guarantee that changes will be made. 
A process of auditing and checking will be performed by the ISD, MDE, or by a state administrator, depending on the 
type of request. 
 
As the various requests are processed, their subsequent results can move a student from a cohort or a district, or remove a 
student record altogether when linked to another record. Therefore, only one request can be made at a time. If a request is 
pending, information on the request and the person making that request will be displayed. The approvals/denials take 
place on a nightly basis – the application will check the request against every SRSD record ever submitted and determine 
a final status with the most up-to-date information. This database-intensive work would slow down the application if run 
during the day. Waiting to run the checks at night also provides the opportunity for the users to withdraw any erroneous 
requests. 
 
On the Student Data page, a drop-down box appears above the student's name with options to submit change requests. To 
submit a request, select the request type from the drop-down menu. If this student record requires multiple changes, and 
one of these includes UIC linking, then it is advised to request the UIC link first, as a UIC link erases all previous GAD 
changes for the linked UICs. All other requests for a student record can be performed in any order. 
 
 
1. UIC Linking 

Request 
2. Exit Record Request   
3. Accountability 

Repoint Request 
4. Year Change 

Request 
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Requesting or Changing an Exit Record 
 
From the Student List screen click on the hyperlink of the student's name, for whom you wish to make a request. This 
brings up the Student Data screen containing the current and historical data for this student. To make a request to change 
an exit record, click on the Exit Record Request option in the drop-down menu and click Go.  
 
On the Request an Exit Record screen, view the student's current data. To request an exit change for this student: 
 
 
1. Old Exit Status - 

This represents the 
exit status you will 
be updating 

2. Old Exit Date - This 
represents the exit 
date you will be 
updating 

3. Select a new exit 
status from the drop-
down menu (scroll 
down the page for a 
list of exit statuses) 

4. Enter a new exit 
date in mm/dd/yyyy 
format 

5. Provide an 
explanation and 
indicate the 
documentation you 
have on file to 
support the request 
for change to the 
record 
documentation (see 
page 27 for 
acceptable exit 
status 
documentation). 

6. Click the Request 
Exit Record button 

 
 
 

 
 
After you've clicked the Request Exit Record button, a "Request has been submitted to ISD" message will be displayed. 
This student's record can no longer be worked on until this request has been processed. To make a request for another 
student, click on Student List at the top. 

5 

6 

1 2 3 4 
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Requesting to Link UICs 
 

As students move from school to school, CEPI’s goal is that each student will use the same UIC, so that each students' 
move can be accurately recorded in the GAD Application. 
 
However, in some cases, the new district may not have used the existing UIC, and created a new one. This would break 
the link between that student’s records at the old school, and his/her records at the new school. Many of these students end 
up in the GAD Application listed as Missing Expected Record (MER). These students will be counted as non-graduates 
and dropouts if their records are not addressed in some way. 
 
To remedy this situation, you will need to select a MER student from the application, and then you will need access to the 
UIC search function in the SRSD Application.   
 
If you are not the UIC resolver for your district, you will need to work with the person who is. For each student name on 
the MER list, perform a search in the SRSD Application. Be sure to look for Bill/William or Betty/Elizabeth name 
variations. Review the student records produced by the search and look for key indicators, such as same birthdates (or 
perhaps an inverted day/month), entrance dates at the new district that match the exit from yours, or other data which 
causes you to believe that this student is the same one that left your district. Should you find that this is the case, print out 
the screen and use that information as a source for confirmation. This may require contacting the new district. 
 
It is also possible to have MER records for students who never left your district at all. If you should inadvertently create a 
new UIC for an existing student, the old UIC would show up on the MER list. Be sure to double-check your own student 
system for these student records. Should student records appear with different UICs, then these are certainly students for 
whom you will want to submit a linking request. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Graduation/Dropout Review and Comment Application (GAD)/User's Guide 

Last Updated 2/6/2009 Page 16 of 29 

 
Requesting to Link UICs (Step 1). From the Student Data screen, click on UIC Linking Request and then Go. This will 
bring up the first of two pages to link this student's UICs.  
 
 
This screen will allow 
you to link the existing 
student records 
together via their 
UICs. 
 
1. Enter the UIC you 

wish to link to this 
student record in the 
blank field 

2. Click Validate to 
confirm it is a valid 
UIC. 

3. If you need to 
contact a UIC 
resolver, click the 
Contact Your 
District’s UIC 
Resolver link to 
obtain a list of those 
personnel members. 

 

 
 

2 

3 

1 
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Requesting to Link UICs (Step 2). After clicking Validate, the second UIC linking screen will appear. This screen 
displays the two UIC records you want to link, side-by-side. To complete the linking request: 

 
 
1. If you decide to 

switch the primary 
and secondary UICs, 
you may do so by 
clicking the link 
Make Primary UIC 

2. Once you have your 
primary and 
secondary records 
assigned, provide 
supporting 
information in the 
Comments text box  

3. Submit your request 
by clicking the 
button titled 
Request to Link 
These UICs 

 
 

 
After clicking the Request to Link These UICs button, a "Request has been submitted for CEPI 
approval" message will be displayed. This student's record can no longer be worked on until this 
request has been processed. To make a request for another student, click on Student List at the top. 

1 

3 

2 
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Accountability Repoint Request 
 

From the Student List screen, click on the hyperlink of the student's name for whom you wish to make a request. This 
brings up the Student Data screen containing current and historical student data. To make an accountability repoint 
request, click on the Accountability Repoint Request option in the drop-down menu and click Go. On the History 
Repoint screen, view the student's current data. To request a repoint change for this student: 

 
 
1. Select the radio 

button of the entity 
which should be 
held accountable for 
this student. 

2. Provide supporting 
information in the 
Comments text box.  

3. Submit your request 
by clicking the 
button titled Save. 

 
 
 

 
 
After clicking the Save button, a "The record has been successfully updated" message will be displayed. This student's 
record can no longer be worked on until this request has been processed. To make a request for another student, click on 
Student List at the top. 
 

1 

2 

3 
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Year Change Request 
 
From the Student List screen click on the hyperlink of the student's name for whom you wish to make a request. This 
brings up the Student Data screen containing the current and historical data for this student. A cohort year change request 
should be made if the automated cohort year assignment is incorrect and there is evidence to support a change. 
 
To make a year change request, click on the Year Change Request option in the drop-down menu and click Go. On the 
Year Change screen, view the student's current data. To request a year change for this student: 
 

 
 
1. Select the correct 

cohort year to 
change to from the 
drop-down menu. 

2. Provide supporting 
information in the 
Comments text box.  

3. Submit your request 
by clicking the 
button titled Save. 

 
 

  
 
After clicking the Save button, a "The record has been successfully updated" message will be displayed. This student's 
record can no longer be worked on until this request has been processed. To make a request for another student, click on 
Student List at the top. 
 
 

1 

2 

3 
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View Requests 
 
Dashboard screen. After a user has logged in and selected a district from the drop-down menu, a screen similar to the 
following will appear for a district submitter. There are several options for users under the My District's Requests section. 
These requests can include requests the user made or requests from another authorized user within the same district during 
the current GAD cycle. See the instructions below for more information on these options. 
 

 
 

Users can search for requests submitted based on the status or type. The status of a request can either be: 1) approved – 
request has been approved and applied to the student's record; 2) denied – request was not granted based on evidence 
provided; 3) pending – request is awaiting action to be taken; or 4) removed – erroneous request was removed to prevent 
further action.  
 
The request type can either be: 1) audit findings – ISD approved or denied requests; 2) exit record – request to change the 
exit status and exit date of a student; 3) UIC linking – request to link two UICs together; 4) accountability repoint – 
request to change accountability for a student from one entity to another; or 5) year change – request to change a student's 
cohort year. 
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Requests. Click on any of the links under My District's Requests from the Dashboard screen to bring up the Requests 
screen. You should see a screen similar to the one below. Depending upon the link selected from the Dashboard screen, 
you may be looking at a summary of all requests, or those from a specified selection. This screen displays the district 
information you are authorized to view.   
 
 
1. If multiple buildings 

exist, select one from 
the drop-down menu to 
view the requests for 
that building. 
Additionally, select the 
appropriate cohort year. 

2. Use the drop-down box 
to view requests filtered 
by request type.  

3. Or, use the drop-down 
box to view requests 
filtered on request 
status.  

4. To view all comments 
provided by users, click 
the View Comments 
link. 

5. For particular requests, 
click on the UIC 
hyperlink to view 
current and historical 
data for that student. 

6. Save Changes must be 
clicked to save any 
changes made. 

 
Users can search for requests submitted based on the status or type. The status of a request can either be: 1) pending – 
request is awaiting action to be taken; 2) approved – request has been approved and applied to the student's record; 3) 
denied – request was not granted based on evidence provided; 4) processed – request has been approved and applied to the 
student's record; 5) unprocessed – request has been approved but not yet applied to the student's record; or 6) removed – 
request was removed to prevent further action as a result of an incorrect request submitted.  
 
The request type can either be: 1) audit findings – ISD approved or denied requests; 2) exit record – request to change the 
exit status and exit date of a student; 3) UIC linking – request to link two UICs together; 4) accountability repoint – 
request to change accountability for a student from one entity to another; or 5) year change – request to change a student's 
cohort year. 

4 

3 

1 

2 

5 

6 
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ISD Submitter 
 
Dashboard screen. After a user has logged in, a screen similar to the following will appear for an ISD submitter. There 
are several options for users from this screen. See the instructions below for more information about these options. 

 
1. To begin, select your 

district/building from the 
drop-down menu. 

2. Progress at a Glance 
summarizes the buildings 
that should be audited or 
those that have been 
completed  

3. View and Update Data 
contains the following 
links: 
 Audit Findings Student 

List - Allows you to 
request changes to 
students' exit codes and 
exit dates 

 Audit Findings Building 
List - Allows you to 
check off the buildings 
that you have finished 
auditing 

 Audit Finding Requests 
- Allows you to view a 
summary of requests 
ready to be approved or 
denied 

4. Reports section allows you 
to view cohort and 
graduation rate reports for 
the ISD and districts for 
which you have 
permissions for 

5. UIC Quick Search 
provides quick access to 
an individual student 
record. Enter a valid UIC 
and click Go. The Student 
Data screen will come up 
(screen discussed on page 
12).  

 

 

1 
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Audit Findings Student List 
 
Audit Findings Student List. After the user has clicked on Audit Findings Student List from the Dashboard screen, a 
screen similar to the one below will appear. This page enables the user to request changes to student's exit codes and exit 
dates. To exit this page, click on Dashboard at the top. 
 
 
 
1. To begin, select the 

district/building and the 
exit code from the drop-
down menus to view 
student records. 

2. Once student records 
appear, enter the new exit 
code. Exit codes will 
appear if you click on the 
View Code Descriptions 
link under the drop-down 
menu (2a). 

3. Enter the new exit date. 
4. Enter comments into the 

comment box. 
5. If these changes complete 

those for the building, 
check the box next to 
Building Complete. 

6. The checkbox in the 
audited column allows you 
to mark records you have 
reviewed, but that required 
no changes. Also, the 
cohort year for each 
student record is included 
for your reference under 
the checkbox and can be 
used to sort. 

7. Click the Save button. 
This button is duplicated 
at the bottom of the 
screen. 

  

1 
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Audit Findings Building List 
 
Audit Findings Building List. After the user has clicked on Audit Findings Building List from the Dashboard screen, 
a screen similar to the one below will appear. This page enables the user to view and check off buildings that no longer 
require audits. To exit this page, click on Dashboard at the top. 
 

 
  
1. Check the box next to the 

building that you have 
finished auditing 

2. Click the Save button.  
This button is duplicated 
at the bottom of the 
screen. 
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Audit Finding Requests 
 
Audit Finding Requests. After a user has clicked on Audit Finding Requests from the Dashboard screen, a screen 
similar to the one below will appear. This screen enables the user to view a summary of requests submitted by district 
users. All Audit Finding Requests submitted will be automatically approved. Depending upon the link selected from the 
main menu, you may be looking at a summary of all requests, or those from a specified selection. To exit this page, click 
on Dashboard at the top. 
 
 
 
1. If multiple buildings exist, 

select one from the drop-
down menu to view the 
requests for that building. 
Additionally, select the 
appropriate cohort year. 

2. Use the drop-down box to 
view requests filtered on 
request type. 

3. Or, use the drop-down box 
to view requests filtered 
on request status.  

4. To view all comments 
provided by users, click 
the View Comments link. 

5. For particular requests, 
clicking on the linked UIC 
will allow you to view 
current and historical data 
for that student. 

6. Click Save Changes to 
submit your 
approval/denial of the 
request. 
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Reports 
 

The report section of the site will allow you to create three reports for the LEAs you are authorized to view. The Cohort 
Report will provide a district-level summary for an individual cohort class. The Cohort Student Search will allow you to 
look up an individual student’s historical record. The Graduation Rate Report will provide a rate summary for your LEA. 
All reports can be generated from the Dashboard screen. 
 

 
 

1. For the Cohort Report, you will need to select a district, year and desired format from the drop-down menus and 
then click View Report. 

2. For the Cohort Student Search, you will need enter a valid UIC and then click View Report. 
3. For the Graduation Rate Report, you will need to select a district and desired format from the drop-down menus 

and then click View Report. 

3 
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Acceptable Exit Status Documentation 
 

Exit Status Definition Allowable Documentation 
01, 02, 03, 04,  
05, 06, 20, 21 

Graduated or 
completed 

• Official transcript or diploma. 
• Official alpha list of graduates/completers from the student management 

software, which includes pupil’s name, UIC, date of birth and SRSD 
completion status; sorted by building, then by completion status, then by 
pupil’s last name. 

09 Moved out of 
state 

• Request for the pupil’s records (on official letterhead) from an out-of-state 
school. 

• Pupil withdrawal form signed by the parent/guardian or qualified student and 
authorized district representative indicating where pupil is moving or name 
of school district the pupil will attend. 

• Written contemporaneous documentation of an oral statement by the 
parent/guardian or qualified student, signed and dated by an authorized 
district representative (can be a log). 

• Written contemporaneous documentation of an oral statement by a neighbor, 
parent’s employer, colleague or other adult who would have knowledge of 
the family’s move (can be a log). 

12 Deceased • Confirmation from student management software that student is listed as 
deceased in the software. 

• Obituary, other newspaper article. 
• Program from the funeral/memorial service. 
• Written statement from the parent or guardian. 
• Death certificate. 

14 Enrolled in 
home school 

• Written parental statement. 
• Pupil withdrawal form signed by the parent/guardian or qualified student 

indicating pupil is being home-schooled. 
• Written contemporaneous documentation of an oral statement by the 

parent/guardian or qualified student, signed and dated by an authorized 
district representative (can be a log). 

• Parental record request. 
• Statement by attendance officer (truancy officer). 

15 Enrolled in 
nonpublic 
school 

• Written request for the pupil’s records from a nonpublic school. 
• Pupil withdrawal form signed by the parent/guardian or qualified student 

indicating name of nonpublic school the pupil will attend. 
• Written contemporaneous documentation of an oral statement by the 

parent/guardian or qualified student signed and dated by an authorized 
district representative (can be a log). 
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Appendix 
Categories of Student Cohort Status 
 

 
Icon 

 
Cohort Status Categories Category Definitions 

 Dropped – Missing Expected Record 
(MER) 

a:  Students who were last reported to SRSD with exit status code 19 
(expected to continue), yet were not reported in a subsequent 
collection.  
b:  Students who were last reported as transferring to another district 
(exit status code 08), yet no other district reported them in a 
subsequent collection. 

 Dropped – Reported Students who were last reported to SRSD with exit status codes 
categorized as "Dropped-Reported" for graduation cohort purposes 
(i.e., exit status codes 07, 10, 11, 13, 16, 17, and 18), and who were 
not reported by another district in subsequent collections. 

 Exempt:  
(formerly Transfer–Out) 

a:  Students who were last reported to SRSD with exit status codes 
categorized as "Exempt" for graduation cohort purposes (i.e., exit 
status codes 09, 12, 14, and 15). 
b:  Students who are non-public or home-schooled students, as 
indicated in Field 30: Student Residency (Membership). 

 Other High School Completer Students who were last reported to SRSD with exit status codes 
categorized as "Other High School Completer" for graduation rate 
purposes (i.e., exit status codes 05, 06, 20, and 21). 

 Off-Track – Continuing Students who were last reported to SRSD with exit status codes of 
"Expected to continue in the same school district" (19), yet their 
expected graduation year is greater than their cohort year. 

 On-Track – Continuing Students who were last reported to SRSD with exit status codes of 
"Expected to continue in same school district" (19), and their 
expected graduation year is less than or equal to their cohort year. 

 On-Track – Graduated Students who were last reported to SRSD with exit status codes 
categorized as "Graduated" for graduation cohort purposes (i.e., exit 
status codes 01, 02, 03 and 04) and their graduation date is less than 
or equal to their cohort year. 

 Off-Track (5 year) – Graduated Students who were last reported to SRSD with exit status codes 
categorized as "Graduated" for graduation cohort purposes (i.e., exit 
status codes 01, 02, 03 and 04) and their graduation date is one year 
greater than their cohort year. 

 Off-Track (> 5 year) – Graduated Students who were last reported to SRSD with exit status codes 
categorized as "Graduated" for graduation cohort purposes (i.e., exit 
status codes 01, 02, 03 and 04) and their graduation date is more than 
one year greater than their cohort year. 

 Confirmed Transfers Out & Located 
Dropouts 

Students who were last reported to SRSD with exit status codes of 
Enrolled in another public school district in Michigan, Dropped out 
of school or Unknown, but have since been submitted by other 
school districts.  These students no longer count toward a districts' 
graduation and dropout rates. 

 Request Pending Approval A change to this student’s record has been submitted and is awaiting 
approval. 
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Exit Status Descriptions 
 
01 Graduated from general education with a high school diploma 
02 Graduated from general education with a high school diploma and applied to a degree-granting college or university 
03 Graduated from an alternative program with a high school diploma 
04 Graduated from general education with a high school diploma and applied to a non-degree-granting institution 
05 Completed general education with an equivalency certificate (GED) 
06 Completed general education with other certificate 
07 Dropped out of school 
08 Enrolled in another public school district in Michigan 
09 Moved out of state 
10 Expelled from the school district (no further services) 
11 Enlisted in military or Job Corps 
12 Deceased 
13 Incarcerated 
14 Enrolled in home school 
15 Enrolled in non-public school 
16 Unknown 
17 Placed in a recovery or rehabilitative program 
18 Left Adult Education 
19 Expected to continue in the same school district 
20 Received Special Education certificate of completion and exited the K-12 system 
21 Special Education - Reached maximum age and exited the K-12 system 
30 Exited Early Childhood or Early On® Program 
 
Residency Codes 
 
Non-resident: 
01 Non-K-12 district 
02 Section 105 school of choice (within same ISD) 
03 Section 105c school of choice (outside contiguous ISD) 
04 Non-public school student 
05 No cooperative agreement, no release, not exempted 
06 All other non-resident students 
07 Home schooled non-resident  
 
Resident:  
08 Non-public school student 
09 Section 24 juvenile detention facility 
10 For new PSAs (fall only)  
11 School for the deaf/blind 
12 Section 6(4)(d) non-special education juvenile detention 
13 Emotionally impaired special education students served by DCH facility 
14 All other resident students 
15 Home-schooled resident 

 


